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NGB DTM 1300.02 
NGB-J1-SAPR 

17 October 2022 

MEMORANDUM FOR THE ADJUTANTS GENERAL AND THE COMMANDING 
GENERAL OF THE DISTRICT OF COLUMBIA 

Subject:  National Guard Use of Department of Defense DD Form 3114 “Uniform 
Command Disposition Report” For Reporting Sexual Assault Information 

References:  See Attachment D. 

1.  Purpose.  This Directive-Type Memorandum (DTM) establishes interim policy and 
procedures for using Department of Defense (DoD), DD Form 3114, “Department of 
Defense Uniform Command Disposition Report,” to submit relevant sexual assault case 
information in accordance with (IAW) references a, b, and c. 

2.  Cancellation.  DD Form 3114 cancels and replaces National Guard Bureau (NGB) 
Form 1300, “DSAID Subject Case Disposition,” (Obsolete) and replaces the use of NGB 
Form 97, “National Guard Bureau State Report of Disciplinary or Administrative Action.” 

3.  Applicability.  This DTM applies to all elements of the National Guard (NG). 

4.  Policy.  It is NGB policy to collect and submit relevant sexual assault case 
information to the NGB Manpower and Personnel Sexual Assault Prevention and 
Response Division (NGB-J1-SAPR) for review before entering case dispositions from 
the States, Territories, and the District of Columbia into the Defense Sexual Assault 
Incident Database (DSAID). 

a.  The State Sexual Assault Prevention and Response (SAPR) Officer, State Lead, 
Wing, and Brigade Sexual Assault Response Coordinators (SARCs) (hereinafter 
referred to as “servicing SARCs”) are authorized to collect and submit this information. 

b.  The specific case synopsis and investigative information to complete required 
fields in DSAID must be submitted on DD Form 3114 found at reference d.   

c.  Adherence to this policy will ensure the entry of accurate information into the 
DSAID and will facilitate case closure. 

5.  Responsibilities.  See Attachment A. 

6.  Procedures.  See Attachment B. 
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7.  Information Collection Requirements.  The completion of all fields on DD Form 3114 
is mandatory.  See Attachment B for instructions on completing the DD Form 3114.  
Due to the sensitive nature of the information on this form, the sender will use a secure, 
encrypted method, such as encrypted emails and “DoD Safe” file exchange at reference 
e, to transmit the form electronically.  See Attachment C for an example of the form. 

8.  Definitions.  See Attachment E. 

9.  Releasability.  This DTM is approved for public release; distribution is unlimited.  It is 
available at <https://www.ngbpmc.ng.mil/>. 

10.  Records Management.  This DTM and all records created as a result, regardless of 
media and format, must be managed IAW the NGB Records Management Program. 

11.  Compliance.  Per the Chief of the National Guard Bureau (CNGB) 5000.01 
Issuance Series, the proponent will review this DTM annually on the anniversary of its 
effective date to either confirm the action has been completed, incorporate the directive 
into a CNGB Issuance, or to update and extend the DTM’s continued applicability, 
currency, and consistency with Federal, DoD, and NGB policy and provide validation to 
the Strategy, Policy, Plans, and International Affairs Directorate and the Directorate of 
Management and Administration Executive Branch. 

 
Attachments: 
As stated 
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 A-1 Attachment A 

ATTACHMENT A 

RESPONSIBILITIES 

1.  NGB-J1-SAPR Compliance and Accountability Branch.  The NGB-J1-SAPR 
Compliance and Accountability Branch will: 

a.  Oversee DSAID procedures, to include verifying disposition and data integrity 
prior to case closure by the State SAPR Officer or servicing SARC. 

b.  Provide information and training to the States, Territories, and the District of 
Columbia on how to use DD Form 3114. 

2.  NGB-J1-SAPR Disposition Officer.  The NGB-J1-SAPR Disposition Officer will: 

a.  Complete the appropriate fields in the Legal Officer module of DSAID and notify 
the Regional Program Managers that the disposition information has been updated in 
DSAID. 

b.  Upon verifying and uploading the case synopsis, the Disposition Officer will 
destroy any electronic or printed versions of DD Form 3114 IAW reference f. 

3.  NGB-J1-SAPR Regional Program Managers.  NGB-J1-SAPR Regional Program 
Managers will: 

a.  Review the DD Forms 3114 received from the State SAPR Officer and SARCs 
ensuring all fields are accurate and complete. 

b.  Return an incomplete form to the appropriate State SAPR Officer or servicing 
SARC for revisions or forward the completed and accurate form to the NGB-J1-SAPR 
Disposition Officer for action. 

c.  Complete a final data quality assurance check, using the DSAID case number 
provided, ensuring the necessary data fields are complete and the case meets the 
requirements for future closure by the appropriate State SAPR Officer or servicing 
SARC. 

d.  After the Disposition Officer verifies that the DD Form 3114 information was 
updated in DSAID, inform the servicing State SAPR Officer or SARC they may close the 
case when the victim is no longer receiving or requesting SAPR services or is no longer 
eligible to receive such services.  

e.  Destroy the DD Form 3114 IAW reference f after the case synopsis upload in 
DSAID is verified.  Notify State SAPR Officer or SARC to destroy all copies of the DD 
Form 3114 for that case. 
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4.  State SAPR Officer and SARCs.  The State SAPR Officer and SARCs will: 

a.  Obtain the original DD Form 3114 at reference d and initiate the form by entering 
the DSAID control number and victim demographics (Section A). 

b.  Provide the initiated DD Form 3114 for a specified victim after completion of the 
investigation or when requested from the servicing Judge Advocate (JA), for completion 
and return. 

c.  Submit the completed DD Form 3114 received from the servicing JA to the 
appropriate NGB-J1-SAPR Regional Program Manager using a secure method such as 
an encrypted email or “DoD Safe” at reference e. 

d.  Continue to document and track services referred to and requested by the victim 
from the time of the initial report of the sexual assault until the victim indicates they no 
longer need or want SAPR services or support and maintain communication with the 
appropriate NGB-J1-SAPR Regional Program Manager throughout the process. 

e.  Destroy the DD Form 3114 IAW reference f and notify the appropriate NGB-J1-
SAPR Regional Program Manager of destruction of the DD Form 3114. 

5.  Servicing JA.  The servicing JA will: 

a.  Coordinate with the State SAPR Officer or the servicing SARC, Provost Marshal 
Office, Commander, and other relevant entities, such as Military Criminal Investigative 
Organizations, the NGB Office of Complex Investigations (NGB-OCI), and civilian law 
enforcement agencies, to obtain case referrals, outcomes, and final disposition 
information for all unrestricted sexual assault cases. 

b.  Document the information on the DD Form 3114 and verify that all blocks on the 
form are completed.  An appeal of the final disposition by the subject will not delay case 
closure. 

c.  Provide the completed document to the State SAPR Officer or the servicing 
SARC for processing by the NGB-J1-SAPR Disposition Officer and retain a copy IAW 
guidance and standards set forth by their respective offices.  If an administrative 
investigation was completed, also provide a copy of the completed DD Form 3114 to 
NGB-OCI for closure of the investigation. 
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ATTACHMENT B 

PROCEDURES 

1.  The text below describes procedures for submitting relevant sexual assault case 
information using the DD Form 3114. 

a.  The State SAPR Officer or servicing SARC must complete Section A of the 
DD Form 3114 and will provide the form to the servicing JA, if the subject is known, and 
coordinate with the victim’s commander and the JA to complete all sections of DD Form 
3114 if the subject is unknown and ensure no victim information is included. 

b.  If the subject is a Service member, the servicing JA completes Section B through 
Section I on the DD Form 3114, returns the form to the servicing State SAPR Officer or 
the servicing SARC, and retains a copy for their records.  If an administrative 
investigation was completed, the servicing JA will provide a copy of the completed DD 
Form 3114 to NGB-OCI as well for closure of the investigation. 

c.  Upon receiving the completed DD Form 3114, the servicing State SAPR Officer 
or the servicing SARC will submit the completed DD Form 3114 to their Regional 
Program Manager using encrypted communications. 

d.  The NGB-J1-SAPR Regional Program Manager will review all data on the DD 
Form 3114 and confirm its accuracy, integrity, and completeness, and provide the form 
to the NGB-J1-SAPR Disposition Officer. 

e.  The NGB-J1-SAPR Disposition Officer will enter all data from the DD Form 3114 
into the Legal Officer module within the DSAID and will advise the appropriate Regional 
Program Manager that the case can be closed providing it meets all the DSAID case 
closure requirements defined in Attachment C.  After verifying and uploading the case 
synopsis, the Disposition Officer will destroy the DD Form 3114 IAW reference f. 

f.  The NGB-J1-SAPR Regional Program Manager will advise the servicing State 
SAPR Officer or the servicing SARC that the case can be closed provided it meets all 
the DSAID case closure requirements and the victim no longer requires or receives 
SAPR services as defined in Attachment C. 

2.  The servicing State SAPR Officer or the servicing SARC will close the case in 
DSAID upon notification from the NGB-J1-SAPR Regional Program Manager provided it 
meets all the DSAID case closure requirements and the victim no longer requires or 
receives SAPR services, and will destroy the DD Form 3114 IAW reference f.  The 
servicing State SAPR Officer or the servicing SARC will notify their NGB-J1-SAPR 
Regional Program Manager that the case was closed. 

3.  Page four of  DD Form 3114 contains instructions for completing the form.  See 
Figure 1.  
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ATTACHMENT C 

DEPARTMENT OF DEFENSE DD FORM 3114 

Figure 1.  DD Form 3114 
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Figure 1 continued.  DD Form 3114  
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Figure 1 continued.  DD Form 3114  
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Figure 1 continued.  DD Form 3114 
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ATTACHMENT D 

REFERENCES 
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Prevention and Response (SAPR) Program,” Incorporating Change 5, 10 November 
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c.  Title 10 United States Code Section 1561, “Complaints of Sexual Harassment:  
Investigation by Commanding Officers” 
 
d.  DoD, Form DD 3114, 03 January 2022, “Department of Defense Uniform Command 
Disposition Report” <https://www.esd.whs.mil/>, Accessed 21 July 2022 
 
e.  DoD Safe, <https://safe.apps.mil/>, Accessed 21 July 2022 
 
f.  National Archives and Records Administration, March 2022, 5.0 “General Operations 
Support,” Section 5.2, “Transitory and Intermediary Records,” Last modified July 2017 
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ATTACHMENT E 

DEFINITIONS 

Defense Sexual Assault Incident Database Case Closure -- The assigned Sexual 
Assault Response Coordinator, Major Command and Supervisory Sexual Assault 
Response Coordinators, or Service Sexual Assault Prevention and Response Program 
Manager closes a Defense Sexual Assault Incident Database case.  A Defense Sexual 
Assault Incident Database case can be closed only if the investigation activity is 
complete and there is a final case disposition for an Unrestricted Report, all referrals for 
the victims are complete, and the incident is no longer under discussion by the Case 
Management Group. 
 
Final Case Disposition -- Final case disposition for a substantiated case occurs when 
the accused is sentenced through a court-martial or by a civilian court, received non-
judicial punishment, a completed administrative action, or when the decision was made 
that no action will be taken.  Final case disposition for a non-substantiated case occurs 
when the commander determines whether an action will be taken against the accused.  
A subject’s appeal to the case disposition has no effect on the case closure. 


